Authentisign

Create an Electronic Signing

Electronic Signature Service

Authentisign provides a 4-step "Wizard" to guide you through each step of creating an electronic signing. The "Wizard" will
assist you in naming your signing, adding participants, uploading forms and transaction documents, adding or confirming the
placement of signature/initial blocks, and sending the documents to the participants to be signed, in the order of your choosing.

Access Authentisign e S B
e (lick "Signings" on the menu from your transaction. = o gt -
Transcktion v
Note: Please see the Transaction Desk user guides for details on ¥l

creating transactions.

TR

e (lick "Add" on the menu from your transaction to start the 4-step
Wizard.

Step 1: Edit Setup

> Review the name of your signing transaction and edit if
desired.

b | —

> Select the "Participant Order" "I& .
Authentisici

e Sign In-Line: Signing Participants will receive access NIRRT
to sign the documents in the order chosen in Step 2. N

Q Step 1: Details

" Signing Name: 123 Moming Glory Rd

e Simul-Sign: All Signing Participants will have the = Authentisign will default to the
ability to immediately sign/review the documents i Partcpant Order: © Si: participant order you chose for
T . . . - your last signing.
once the invitation is sent (no particular order will be i (
a pp“ed = Advanced options:
- Expiration Date: € O not se1 an sxpranon sl T1P: If you choose an
. ot his 1o s =| expiration date, it must be
* Click the @ icon next to "Advanced Options" to add a O i | el ;*;2 24 hours from the
signing order or expiration date. (Not required fields) Send reminderin{d |- :

Authentisign 1D pasition: Top Len  |=|
e Expiration Date: This feature allows you to enter a date
for the signing transaction to become unavailable to the
pa rticipants. $ Step 3; Documents

Step 4: Design

Step 2: Participants -

e Reminders: This feature will send email reminders to the
signing participants if they do not sign the documents
with in the time period you choose.

Click the @ Next to Step 2:
Participants to continue.
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Authentisign

Create an Electronic Signing

Electronic Signature Service

Step 2: Select Participants

Ads Paricpants

> Click "Add" and then click the Transaction Name
to add the participant(s) from your transaction
information.

You can also add a new contact, a saved contact, or
yourself by clicking on one of the other links.

[ > Check the boxes next to the participant's name

you would like to include in the signing.
Transaction: 123 Moming Glory Rd Add

Verify Participant Type

- Remote Signer: Participant will sign the documents
from their own computer or device (e.g., Buyer or
Seller)

- In-Person Signer: Participant is with you and will be
signing using your computer or device

- Reviewer: Participant will review the documents
(e.g., Broker or Lawyer)

- CC Only: Participant will receive a copy of the
signed documents (e.g., Listing or Selling Firm)

Email Type Detalis

. Set Participant Order and Edit Participant Information Ji

A_I.ﬂhenli :
o Set Participant Order - Click the arrows to choose the . 123 Mg Gy s
order in which the signing will occur for the participants. = s i St RIS AT
The documents will be auto-routed by Authentisign as y 0
each participant signs or reviews. If you would like to set a; f : % : 9
the signing/reviewing order of the participants and do not - =t o =
see the "Order" column, return to Step 1, open "Advanced ; = 5 23

Options", and choose "Sign In-Line".

@ Edit Participant Information - Click on the @ icon

to open the Edit Participant page. Edit Participant Save Participant
e Review Name and Email Address. * Type: ) Remote Signer
These are required fields and must be completed e " Name: | Betty
before you can continue to Step 3. * Emall:| bbuyer@gmail.com
. . 4))  Role: Buyer
Verfiy Participant Role: . In-Person Signers: when you select

This selection is critical. The participant type affects bk s 'in-person signer", Authentisign will ask
where the signature blocks are pre-placed, e.g., AIERE zi(;unitnogclfmit?njifa?d:vehr:;mmSbeemge;hte
choosing buyer as the participant type will place the '

! ) to your email address rather than to your
signature blocks where the buyer should sign the forms.

o client. Open the invitation email and hand

] i ] Zip Gods: your computer or tablet to your client to
e Customize Signature (Optional): Engiish [+] complete the signing. When they are fin-

Enter a custom signature and initials if the signer has ished signing, you will type in the PIN you

Customize signature for long names such as Trusts o created which will finalize and conclude
Custom Signature: the signing session.
e Custom Initials:

a long name or if the documents will be signed by a
trustee or corporation, e.g., "John Smith, Trustee" with
custom initials "JAT".

Customize invitation email subject and text:

> Click the (1) icon next to "Step 3: Documents” to _— Mf':::c;
continue.
Northwest

Multiple Listing Service®
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Authentisign

Create an Electronic Signing

Electronic Signature Service

Add Documents

Step 3: Select Forms and Documents

| > Select the Transaction Name to choose the transaction
forms and documents

from Forms

Check the box next to the forms and documents you

would like to include, and then click "Add". 123 Morning Glory Rd Forms and Documents
Form/Document Source

Filled in forms will be labeled "InstanetForms" and scanned yint< Listing input Sheet

forms or other transaction documents will be labelled

"DoxBox".

> If you would like to add additional documents to your
signing that you did not previously include in your
transaction, you can:

Add Documents

rom Forms

® Upload a file from your computer

ect from Tran: and DocBox Docurms

® Upload a Transaction Desk Form

® Upload a Document saved in Transaction Desk O GoogleDrive Foropax  4ia OneDrive
Tip: This is a great way to add company checklists and

forms to your transaction

Upload by Fax

Upload by Email

® Upload bu Email - There are Two Options:

1) Add the Authentisign email address as a contact to your
device. This will allow you to forward documents to the

Authentisign email address to upload to this signing (Note: each
signing will have its own Authentisign email address and will o Rt A Bacument e (0dT. Sot- sy or
have to be saved separately).
2) Click the lower link to open up your default email program 1; Addd ¥ fushandisign sl conack fn vour Mall program
that will be auto-filled with the Authentisign email address. 2. Open document(s) and forward to Authentisign email contact to be signed
Simply attach the documents and send the email to upload the
documents to the signing. Video help on Authentisign email contacts is here.
h 123 Motming Giery Ad
.~ Click the arrows to change to order of the forms or T2 W s ErV O S N
documents you have uploaded to the signing : §-sSestvmse
. [ & 50 3 Documents
# G
> Click the (1) next to "Step 4: Design" to continue. . , q P
TIP: Click the information
icon next to the form or
document page to see the
options to rotate, delete, or
reorder the pages.
Northwest
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Authentisign

Create an Electronic Signing

Electronic Signature Service

Step 4: Design

[ > Prepare your forms
e Verify the signature, initial and date blocks are correctly placed on every page for each signer.
e Make sure the fill-in field data is showing and the information is correct.

o Add additional signature, initial and date blocks to documents if needed.

@ Choose the signer's name from the drop down in the upper right to view a list of all signers. Select the
appropriate signer to add a block for their name.

9 Tap the "Drag & Drop” option to open the available signature and initial blocks.
e Drag the block of your choice into position on the form.

Hold your finger on top of a signature block and select the gear icon to customize the direction and add a date
block.

Signature and date blocks for most forms
are pre-placed on the document for the

G
e o 7 Markup
signing participants. &

|_';‘] Page (11/12)

Layouts

> Click "Next" to Finalize and Send Invitations.
Step 4: Design )
Back ) Next Signers:
123 Mommg Glory Rd
Wy iy G S oA i YA A I SO e A i
Notice™). Buyer‘s notlce shall be on NWMLS Forrn 22AP and shall 5 -
of lender, a list of the information that Buyer has provided to lender EE%NE ?}Is!rq ”“..‘IE.'{.‘EL lhn‘rm J Drag & Dro
all information requested by lender. J4 J J g P
c. Failure to Provide Loan Information Notice. If Buyer fails
ight to Terminate Notice
the Loan Information Notici S
x DATE
days (30 days Lo
inate the Agreement at ar (SIGNER) - (INITIA [ (W]
' i ice”). LS Form 22AR may be used | NAME | |PAGES ; I ' ﬁ
b. Termination Notice. If Buyer has not previously waived the Financii "' ¥ 'k [=] Q ZOOM
termination of this Agreement (thE “Termination NDﬁBE-} any time fDIluwulH O Uays ditel Uenvely Ul Uig ragne -
to Terminate Notice. If Seller gives the Termination Notice before Buyer has waived the Financing
Contingency, this Agreement is terminated and the Earmnest Money shall be refunded to Buyer. NWMLS Form
22AR shall be used for this notice. If not waived, the Financing Contingency shall survive the Closing Date.
c. Appraisal Less Than Sales Price. Buyer's waiver of the Financing Contingency under this Paragraph 3 O will; or
0 will not (will, if not filled in) constitute waiver of Paragraph 7 (Appraisal Less Than Sales Price).
4 LOAN COST PROVISIONS. Seller shall pay upto O § ;or O % of the Purchase
Price ($0.00 if not filled in), which shall be applied to Buyer's Loan(s) and settlement costs, including prepaids,
loan discount, loan fee, interest buy down, financing, d[)GIl‘Ig or other costs allowed by lender. That amount shall
include the following costs that lender is prohibited from colles m Buyer: (a) up to $300.00 for Buyer's Loan(s)
ﬂ\ggﬂf. Auto-Drate
-« MM/DD/YYYY
Buyer's Initials Date Buyes's Initials Date| som Sajler &

ﬁ%&ﬁ b 288

.ﬁ' Options

Date Seller's Initials Data

11

Scroll down to
continue to the

Additional markup tools and options
are available.

next page
Form 224
Financing Addendum Northwest Multiple Listing Service
Rev. 7115 All RIGHTS RESERVED
Bana s ekp FINANCING ADDENDUM TO
Northwest
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Authentisign

Electronic Signature Service

Finalize and Send

> Click "Send Invitations" to send the invitations to your
participants.

Note: Click the "Customize" button to create a custom
subject line and message for your signers.

> Congratulations! Your signing transaction has been
routed to the participants for signing/reviewing.

e The signing status is now available on your Authentisign
home page. Please view the Track my Signing user guide
to learn about Authentisign’s advanced tracking tools,
including a dashboard and email notifications.

© The participants will receive an email invitation, allowing
them to create a password to view and sign the
documents online. Please view the Signing Electronically
user guide for screen shots of the signing process.

ml(t?pll;tu}s}.ygvsgite NWMLS User Guide | November 2015 | page 5 of 5

Create an Electronic Signing

Finalize Signing Setup Send Invitations

You have successfully completed the creation of this signing.

NOTE:

Ja chanoa the Emaj| address of a signing participant or to
customize the Invitafion Email subject line or message before
the invitations are ent select the "Customize" button below
otherwise fielect the "Send" button above.

/

Customize Invitation Email(s) Subject and Text

Authentizcn

,

Signing Participant Invitation

saenton Batty Buyer

Bgaing Intomane
beame: 133 Medming Glory R

g " 2 actept
ST O BATViCR ] ConBUT RSN

e e s 0 g

24

Ol haven i Sian




